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Overview The Grant and Cooperative Voucher, like the cost voucher, has its own 

special role.  The grant approver role is limited to only working Grant 

documents, but is the only step between submission and payment. 

 

Procedure Follow the steps below to approve a Grant and Cooperative Agreement 

Voucher. 

Step Action 

1 After Logon, click on the Government link at the top of the screen. 
 

 
 2 Click on Approval Folder. 

 

 
 

Note: The Search Criteria Screen appears. 

3 Choose the appropriate DoDAAC. 

 

 
 

4 Select the Grant and Cooperative Agreement Voucher from the Type 

Document drop-down menu. 

 

 
5 Select the Submit button. 

 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

(continued) 

Step Action 

6 Select the Invoice Number of the document you would like to view. 

 

 
 

7 Select the Line Item tab to review the CLINS associated with this 

document. 

 

 
 

8 Once you have reviewed the Line Items return to the Header tab. 

 

 
 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

(continued) 

Step Action 

9 Scroll to the bottom of the page. 

 
 

Check the Approve and Certify, or the Reject to Initiator box (If the 

document is to be rejected then comments must be added on the Misc. 

Info tab). 

 
10 Enter the date or click the calendar icon for the Signature field. 

 

 
 

11 Select the appropriate date from the calendar pop-up. 

 

 
12 Select the Signature button. 

 

 

Continued on next page 
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 Procedure The steps below are continued from the previous page. 

(continued) 

Step Action 

13 Enter the Password and click the Continue button. 

 

 
 

 
 

14 Click the OK button on the pop-up message to submit the document. 

 

 
 

15 View the successful submission system message screen. 

 

 
  

 


